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LIBRARY

s alboa
Legal establishment

of library
Who is its governing authority?
City
County

Non-Profit Corporation
Library District

Lockhart County Courthouse
CCBY-SA3.0
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[T
<\

LIBRARY Budget Cycle
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Driven by Governing Authority
v'Assists in planning library management
v'Assists in planning for accreditation requirements

Legal Establishment Contact

City City Accounting Staff
County County Auditor
Non-profit
Library District R asurer
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Legal Signatory*

Establishment

City Mayor, City Manager, City Administrator,
Finance or Accounting Director

County County Judge or County Auditor

School District Superintendent or Finance or Accounting
Director

Non-Profit Library Board Chair or Treasurer

Corporation

Library Library Board Chair or Treasurer

District

*sig-na-to-ry /'signe toré/ . Person who binds himself or herself, or the entity he or she is
authorized to represent, by his or her signature to the terms of an agreement.
http://www.businessdictionary.com/
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All Public Libraries

Track government-funded

expenditures.

This aides in making case for the
library when negotiating budgets,
contracts, etc.
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Operating vs Capital

Attorney fees

Downloadable

Replacement of

Computer Server

Materials Shelving
Audiobooks DVD's Roof Library Automation
Replacement System
Binding Supplies E-Books Salaries New Roof
Books Employ_ee Service contracts New Vehicles
Benefits
CD’s Equipment Repair | TexShare Fees Ol le biel
Project
Computer Furnishing Opening Day
Software Replacement MRS B ey R Collection
: : Purchase of
Consultant Fees | Office Supplies Wages building
ot o) DLy OverDrive Fee Workers_ Purchase of land
Programs Compensation

Reference Tools

Renovations costs
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TEXAS STATE
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ARCHIVES Operating Expenditures .
Expenditures

COMMISSION

Downloadable § Replacement of
Materials Shelving

Computer Server

Attorney fees |

Audiobooks DVD’s Ry
Replacement
Binding Suppllesl E-Books Salaries
Books Employ_ee Service contract New Vehicles
Benefits
: : One-time Major
| Equipment Repalrl TexShare Fees | Project
Computer Furnishing Opening Day
Software | Replacement | SErp et | Collection
: : Purchase of
Consultant Fees | Office Supplies | Wages | building
CeEts iy Jery OverDrive Fee Workers_ Purchase of land
Programs Compensation
| Reference Tools | | Renovations costsl
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Annual Report Preparation Tool

TEXAS STATE LIBRARY
[LGRRLLL e
ARCHIVES COMMISSION AR Prep Workbook (.X|SX)

Texas Public Libraries Annual Report
Preparation Workbook

Only enter information into white squares. Gray squares contain protected formulas. All blue columns contain information
requested on the Annual Report and may also contain formulas.

All sheets are set up for printing, if desired.

Click on the titles, or directly on the tabs below to enter information.
Daily CountsUse to tally measures by day of the month.

B . oDt ounts from financial staff of governing authority monthly, quarterly, semi-annually or
< Financials_ S & = v uotl g v

Use this guide to complete the questions in the Annual Report. Daily counts are calculated for
annual totals on this page.

Annual Report Totals

Weekly Total ToolHelpful for libraries with branches; useful to calculate hours open.

The formulas fields in this worksheet are protected/locked. No password has been set. Click "Unprotect Sheet" on the Review tab if
there are changes that must be made to the formula or format. However, It is advisable to keep these fields locked in order for the
Wworkbook to calculate accurately.

These charts are licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0
nternational License

\Valicia Greenwood, Library Statistics Specialist; Stacey Malek, Program Coordinator

pccreditation@tsl.texas.gov

Library Development & Networking Division | Texas State Library and Archives Commission
512.463.5465 or 800.252.9386(toll free) | fax 512.936.2306 | PO Box 12927 Austin, TX 78711-2927
Texas Public Libraries Annual Report Information: https://www.tsl.texas.gov/ld/pubs/arsma/index.html

Xy


file:///C:/Users/vgreenwood/AppData/Local/Microsoft/Windows/INetCache/Content.MSO/Daily Counts
file:///C:/Users/vgreenwood/AppData/Local/Microsoft/Windows/INetCache/Content.MSO/Annual Report Totals
file:///C:/Users/vgreenwood/AppData/Local/Microsoft/Windows/INetCache/Content.MSO/Weekly Total Tool
http://creativecommons.org/licenses/by-nc-sa/4.0/
mailto:accreditation@tsl.texas.gov
https://www.tsl.texas.gov/ld/pubs/arsma/index.html
https://www.tsl.texas.gov/sites/default/files/public/tslac/ld/ldn/accreditation/annualreport/ARPrepWorkbook.xlsx
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Dark blue squares contain protected formulas. Blue column
also has formulas and contains information requested on the
IAnnual Report.

Section 3: Expenditures

Staff Expenditures

Salaries and Wages Expenditures
Employee Benefits Expenditures

Total Staff Expenditures (3.1+3.2)

Of library staff expenditures, how much was from non-local
grant funding?

LOCAL FUNDS used for library staff expenditures. (3.3-3.3a)
Collection Material Expenditures

Print Materials Expenditures
Electronic Materials Expenditures
Other Materials Expenditures

Total Collection Expenditures (3.4+3.5+3.6)

Of library collection expenditures, how much was from non-
local grant funding?

LOCAL FUNDS used for collection material expenditures.
(3.7-3.7a)

Other Operating and Total Expenditures

Other Operating Expenditures

Of other library operating expenditures, how much was from
non-local grant funding?

LOCAL FUNDS used for other library operating expenditures.
(3.8-3.8a)

[Total Direct Operating Expenditures (3.3+3.7+3.8)

Report for Local Fiscal Year

3.1
3.2
33

3.3a

34
3.5
3.6
3.7

3.7a

3.7b

3.8

3.8a

3.8b

3.9

2020

ANNUAL
TOTALS

$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Oct

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Nov

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Start of local fiscal year

Dec

$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Jan

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Feb

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Mar

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Apr

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

May

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Jun

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Jul

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Aug

$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00

$0.00

Sept

$0.00)
$0.00
$0.00
$0.00)

$0.00

$0.00
$0.00]
$0.00
$0.00

$0.00

$0.00}

$0.00

$0.00

$0.00

$0.00

1C
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Salaries/Wages
Employee Benefits

Social Security

Retirement

Medical Insurance

Life Insurance

Disability Income Protection
Unemployment Compensation
Worker’s Compensation
Tuition

Housing Benefits




Collection Materials

EXAS STATE

LIBRARY

ARCHIVES Expenditu res
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Print Materials

Electronic Materials
e-books * audio
downloadables * video
downloadables *
databases * e-serials *
any files in digital
format

More...

15



Collection Materials
ARCHIVES Expenditures

§ Other Collection
Materials
microforms * audio and
video physical units *
materials in new
formats

No TexShare Fees
here: reportin
Other Operating
Expenditures

14
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Other Operating Expenditures

TexShare Fees Equipment Repair or

Office Supplies Replacement

Replacement of

Binding Supplies <1
Furnishings

Contracts for

Servicts Costs for Library

Programs (SRP)

Consultant Fees
Computer Hardware

Attorney Fees or Software*

*Check with local government funding authority for
capitalization level or local accounting practice.
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Renovations

Site Acquisition

New Buildings

Opening Day Collection

Library Automation Systems

New Vehicles

One-Time Major Projects

TSLAC Grants Used For
Capital Acquisitions

*Check with local governing funding
authority for capitalization level or
local accounting practice.
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»%  Library Operating Expenditures
ARCHIVES Section 3

Total Operating
Expenditures

Non-local grant funds

Other Operating
Expenditures

Collection Material
Expenditures

Staff
Expenditures



= Library Operating Expenditures
ARCHIVES Section 3

Total Operating
Expenditures

-local grant funds

Other Operating

Expenditures Non-local grant\
Collection Material / funds
Expenditures Staff
Staff Expenditures Collections

\ Other Y

15
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o Non-Local Grant Funds
il | | .
P TOCKER - | | RRREERSENERAL
A \yas Texas Book
Festival

Foundation or Ladd & Katherine Hancher
Co rpo rate Funds Library Foundation
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"1} Hup.Gov

Y Texas

“eees . INSTITUTEof ., Commission
-++oss . Museum..«Library on the Arts

* e .0: SERVICES Investing in a Creative Texas

State Funds
Federal Funds e

NS



Local Operating Expenditures
Section 4

otal LOCAL Operating
Expenditures

Local Collection Materials
Expenditures

Local Government
Operating
Expenditures



Including Indirect Costs™

otal LOCAL Operating
Expenditures

Local Collection Materials
Expenditures

*Only if needed to
meet MOE or Local
Government Support
criteria

Indirect Costs*

Local Government
Operating
Expenditures

22
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Two ways to calcu a e 8
library meets lower "
amount. g

$150,000 local expe . (L i
and $17.50 per ca plta Iocal ‘“ 5 E
operating expenditures e St Ta T

249 N\
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https://www.tsl.texas.gov/ldn/annualreport

o Per Capita Operating

ARCHIVES Expenditures

Total Local Operating Expenditures (4.2)

< Population Assignment

= Per Capita Local Operating
Expenditures

$133,575 + 10,541 = ($12.67
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~ Minimum local operating expenditures $18,000.

LFY 2020 Library Population Per Capita

Assighment Minimum
5,000 or less $3.85
5,001 -10,000 S4.13
10,001 - 25,000 S4.42
25,001 - 50,000 S5.52
50,001 -100,000 $8.32
100,001 - 200,00 $9.98
200,001 - 500,000 $12.07
500,001 or more $13.96

L Minimum government operating expenditures S9,000._]

2N
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Funding Used for Operating

Expenditures

) - - -

City Revenue

County Revenue

School District Revenue

State Revenue

Federal Revenue

Foundation and Corporate Grants
Other Local Sources of Revenue



Funding Used
for Capital
Expenditures

City Revenue

County Revenue

School District Revenue

State Revenue

Federal Revenue

Foundation and Corporate Grants
Other Local Sources Revenue
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https://www.tsl.texas.gov/ldn/annualreport

accreditation@tsl.texas.gov
Toll-free in Texas: 800-252-9386
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THANK YOU!

Valicia Greenwood
Library Data Coordinator

vgreenwood @tsl.texas.gov

Library Development and Networking Division
Texas State Library and Archives Commission
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